SCCPL

CERTIFILD STANDING CRIES OF THE ORISSA STATE
CO=0PERATIVE MILK PRODUCERS' FEDERATION LIMITED.,

D=2, SAHID MsGhaR, BHUBA MESWaR =751 007,Diste.Purie.

N0 APPRIC-»TICNs

These orgers shall caome into force from a date determined

in accordance with the provisions of Section=7 of the Industrial
Employment (Standing Order) Act, 1946 and shall apply to all worke
men of Bhubaneswar Dairy,Bhubaneswar, Cattle Feed Plant at Radhae
damodarpur, ~thagarh and other Industrial Units of Orissa State

Cocperative Milk Producers® Federation Ltde

as Federation).

02.

DEFINITIONS

In these orcders, unless there is anything repugnant to the

subject or contexte
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Act means the Industrial Empleoyment (Standing Order)Act, 1946,

Board means Board of Directors of the Federatione
“"Management™ means the Board of Directors and if authorised

by the Board, the Managing Director or anyother official

of the Federation so authorised.
Managing Director means the Managing Director of the

Qestablishment and includes any other officers duly so

authorised by the Managing Directore Such authorisaticn
shall be notified.

The kxperssion of "Employer® and "workmen®" shall have the
meaning assigned to the sSection=2(d) and (i) respectively
of the Industrial Employment (Standing Ordex)actel1946,
iAttendance means preserce of the workmen concerned, at the
place or places whereby the terms of his employment,he is
required to report for the work and getting his attendance
marked.

Competent Authority means any official of the Federation
«ho bf( virtue of his position has authority over the workan
and or is authorised/delegated to exercise powers in regard
to matter§ covered under the Standing Order.
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"Notice” means a notice inwriting required to be giwen or
posted in the lotice Board for the purpose of the Standing
Order. "Mbtice Board" means the notice board is specially
maintained in a conspicuous place at or near each main
entrancee

"wWork Premises™ include precinets of the Division and
other place of work where an workman is deputed to worke
"Muster Roll®™ means and includes any register or other
records maintained by the management for the purpose of
keeping a list of workmen employed by the Company or,
for purpose of making attendance of paid workmane

"wages" means wages defined in the payment cof wages Act, 1936,

. Words importing masculine gender shall be tzken to include

females,

words in siggular shall include the plural and vice versa.

CILASSIFICATION OF WORKME N

vorkmen shall be classified as =
1l Permmanente

2e Probatiorere.

3o, Casual,

46 TempoOrarye

50 Apprenticeo

"Fermanent Workmen" is a workman who has been engaged on a
permanent basis and has satisfactorily completed his probatie
onary period including breaks due tc sickmess, accident, leave,
lock~out, strike (not being illegel strike) or involuntary
closure of the establishment and who has been confirmed
a/gainst a permarent poste The workmen shall be deemed to

/”foe on probation until so confirmed in writinge

"Probationer®™ « The period of Probationer shall be ore year,
whose performance shall be closely watched by the Superviser
in regard to his ability, conduct & attendance & defficiercies
if any shall be communicated to him in writinge If he does

cFUTY L+BOUR EUMMISSIONEROT measure upto the minimum requirement, his service are
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liable to be terminated during/or at the end of the Proba=
tion periode. Cont’d.pe
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3. "Casual®” « A 'Casual' is a workman whose employment is of an
occasional or, casual nature,

4, "Temporary Workman® is a workman who has been engaged for werk
which is of temporary nature likely to be finished within a
limited period or, who is employed temporarily as an addition2l
workman in connection with temporary increase in work which
may be of permanent in nature,

Se "Apprentice=Trainee” « Other thin a person under going appree
enticeship training under Apprentices ~Hct, 1961 is a learner
or trainee who i1s paid an allowance or stipend during the
period of his training and who may be considered for employe
mente

04. IDE NI'ITY CARDS & PERMITSS

a)es Every workman will be provided with an identity card,
badge, token or permit bearing such particulars as may be
prescribed by the Management for the purpose of identification
of workmene

b)e Every workman shall show his identity card, badge, token or
permit to the security personnel at the gate when entering
or leaving the work premises, or on demand at any time by a
Security Guard, or other proper authority as may be notified
by the management to produce it while the workman is inside
the work premisess '

c)e The identity card, badge, token or permit shall not be transe
ferable,

d)e If a woriman losses his identity card, he shall immediately
report the loss to the issuing Authority,and new card or token
will be issued to him on payment of ore rupeeo

€). In case of card/badge becomes illdégdble or, disfigured due to
wear and tear, the management will replace it without any

e~ chargeo
L S ‘\//
/»\ﬂ). In case of any workman who enters the premises without iden=
% ; tity cards/badge/token, pemit or without the p-ermission
of the Head of Department as stated, he is to be given an
wnr\\w: FFICER Cont'Gepe
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opportunity to explain the reasones In case such acts of the
workman shall be if habitual, he may not be paid wages with the
approval of the competant authority, unless his absence is
regularised by grarting leave admissible to hime.

g)e On the termination of service or on being suspended the workmen
concerned shall surrender his card, badge, token or permit to
the Issuing Authoritye

05, PUBLICATION OF WORKING TIME s

All instructions issued from time to time, relating to
attendance, checking of arival and departure, the pericds and
hours of work for all classes of workmen in each shift as may
be fixed from time to time, shall be exhibited in Oriye,
English and in the language understood by majority of workmen
on the notice board.

' 06+ ENPRY, EXIT & SLAKCH3

. ERES "an'). all worxmen shiall enter and leave the works premises only
: «-3\ by the gates provided for the purposee These gates may be
2o closed during the working hours at the discretion of the
= Al ) Manaéement and enpleoyees shall not leave the work premises
- during the working hour (except during the rest intervals)

U1 without the permission in writing or their incharge, which
~~— """ ghall be shown at the gates

b)e On entering and leaving the works premises or at any other
time in the works premises, all workmen are liable to be
searched by the Security Personmel, For female, Female Secu=
tity personrel shall be engaged for sych searchinge

¢)e+ The Management has a richt to seize from those searched
any article belonging to Fectory or such other articles
as the Management may consider wculd endanger the personnel
ot /or property of the Factorye

o LN\
\ 07« ATTE XDANCE & LATE COMINGS
/

7

AL
/\\ a)e. all workmen shall be at work at the time fixed and notified
C,E,]E, 5 ATFICER under the standing order NoeSe. '

-CuM- Cont'd.p.
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Horkwen who are required to sign in an attendance ree
gister will sign it on reporting and will mark the hour
and mimite of reporting on duty and the end of leaving
duty if they are late or leave early. In case of the
time reccording devices is installed then this will be
done through a punched carde |

A workman, who is absent from duty unauthorisedly shall
be liable for deduction of wages as provided in Payment
of Wages Act, provided the procedure as against such
deduction shall have to be followed &s prescribed under
lawe Similaurly, a8 workman who after presenting himself
for duty &t the begining of the shifts 1s found absent
from the place éf work or, duty at anytime during the
wcrking hours without pexmission shall be liable to have
his wages deducted after providing an opportunity to the
woraran of being heard in persone

" & workman will be allowed upto 15 mimutes grace at the
.~ start cf the shift only thrice & monthe o grace shall

be allowed atfter mid shift breake

If a workman is late by more than 20 mimtes, he will

be liable to be shut out for that day and may be treated

as absent with consequent deduction cf wages, § under
P.Wesact after providing the concerrned wecrkman &n oppor-
tunity to explain the reasonse

SHIFT WCR-JIING3

Shift working shall be requlated in accordarce with the
provisions of the relevant law on the subject. Fprethan
ore shift may be worked in any department or, section of

"a deptte at the discretion of the Manzgemente INotices

showing the shifts shall be posted on the notice board
and copies thereof endorsed to the registered trade
uridone
The Managerent shall be entitled by notice to be pasted
on the notice board with a copy to registered Trade Union
to alter or vary the shifts as per the existing provision
of lawe

Cont'depe
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wWorkmen shall be liable to be transferred frcm one shift
to amother &t the discretion of the Managemente They shall
ot be allowed to change their shift without permission.

N shift working shall be discontimued without 21 days
notice being given in writing to the workman prior to such
discontimuance provided that no such notice shall be
necessary 1f the closing of the smift is under an agree-
ment with the workman affected, or, circumstances beyond
the control of the marnagement due to any emergencye If
as a result of the discontimamce of shift working, any
workman are to be retrenched, such retrenchment shall

be affected in accordence with the provision of Indus-
trial Disputes Act and Rules made thereundere If shnifte
working is restarted, the worlmen shall be given notice
and re-egpployed in accordance with the provisions of

the said .icte

. The management may close down the whole establishment,

er 3ny department or, section of cepartment after giving
Be fore
re=opening such department or section, as the case may
be sevendays notice there of shall be given enabling
the workman to report for duty within & one month of such
re=openinge

PaYML NP OF w.GESS

wages cue to @ workman shall be paid in accordance with
the provisions of the P.W.Act and rules made thereundex
cn a working day, under Standing Order No.11l before the
expiry of the 7th day after the last day of the wage
period in respect of vhich wages are payable in 2ccordarce
with the provisions of the Payment of wagsis Act, 1936,

any wages due to a workman but not paid on the usual pay
day on account of their being unclaimed, shall be paid

on an "unclaimed wages ® pay day", which shall be notified
cn the notice boarde Unclaimed wages Gue t0 @ workman,

shall be €laimed within three days from the date on which
wages become duee
Cont'd.p.
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Wages due to a deceased workman shall be paid tc his

nominee/legal heirs before the expiry of the thirtieth
working days on which a valid claim is presented by his
nomiree, legal heir, and any authorised representative,

PUBLICATION CF PhY DAVs

A notice specifying the days on which wages are to be

paid shall be posted on the motice Board,

11,

12.

13.

bl
o bl

IEAVE 3

The rmatter regarding the entilement of leave will be poqyla-

in accordamnce with the provisions cont2irned in Anrexure -
OAO.

CH- NG OF &DURESSS

& worrman must notlify the management within
15 days any change of his residenticl address,

NATIONL & FRSTIVAL HOLIDAYS3S

Subject to the exigencies of work, workman shall be
granted holidays with wages on the four Nitional llolidays
viz, Republic Day, Independarce xk Day, Gandhi Jayanti
daya and May daye. Workmen who can not be spared on
these public holidays, will be granted 2 compensatory
holiday with wages on another day within 2 mornth es

or will be paid a days® wages in lieu thereof at the
cconvenience of the Management,

s

,/'
 The days observed as Kational Holidays and other holkdays

with wages shall be =8 posted cn the notice board in
the begining of each calendex yecre

Ccnt'd.?.
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TRABFRKS

In the interest of the Federation, any workman shall be
<#é liable to be transferred at the discretion of Manage-
ment from one job to ancther, or from one department to
another department, ore section to other, ore unit of es-
tablishrent to another unit of establishment (existing or
future) of the Federztion any where and on such transfer,
he will be governed by the terms and conditions of service
epplicakrle to the Section, Units or establishment to which
he is transferred,provided he is capable of doing the
joba.

MEDICAL EXAMI NATIONs

If during the service, @ werkman is permarently found
unfit, he will be liable to be terminated from the sere

\ vice on payment of compensation as admissible as per

rule,

. 8T0PanGE COF SHUT DOWN OF WCRK:

The Managerent may at any time in the event of fire,
Catastrophe, bBreakdeown of machinery or, stoppage of paeex
power supnly, shortage of raw materials, shortage of
orders, adverss trade co*fz.t‘on, Epidemics, Civil Commnoe
ticns, Mock-tiit, strikes affecting one or, more departe
ment of the Federation business, reduction of chifts and
periodical repairs, reconstruction or, extension or any
cther cause beyond their control, stop or, shutdown of
any works department or section vholly or partially for

Aﬁy period or, periods as per Eule,

In the event of stoppage or, shut-down for any of the
causes mentiorned in clause (4) other than a lockecut
Oor strikes

If occuring during working hours, the worikman affected

shall be notified by noticeé put upcn the notice Board

as soon &8s practicabley when work will be resumed and

whe ther they are to remain or leave their place of worke

%'he workman shall not ordinarily be required to rerain
Cont'depe
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for more than one hour after the commerncement of the
stoppagees If the period of detention does not exceed
one hour, the workmén so detained shall be entitled to
receive wages for the whole of the time during which they
are detained as a result of stoppage, where ever practi-
cable, reasonaéble notice shall be given of resumption of
normal worke

In case the management takes re-course @ to lay off, the
same will be governed in accordamnce to the provision of
the Industrial Dispute Acte

The management may in the event of strike affecting
either whally or partially any secticn or department
of the establishment close down either wholly or partie
ally such section or department and any other section
or department affected by such closing downe The fact
of such closure shall be notified by motices put on the
notice board in the Section or Department concerned
and in the time keeper®s office if any, as soon as
practicable., The workmen concerned shall also be
notified by & general notice, prior to resumption of
work, as to when work will be resumedes The management
will follow the legal provisions on this scoree.

Workman in case of retrenchment or lay off will be given
benefits as provided under the Industrial Disputes Act,
1947 4

Aany workman who having been laid off fails to report for
duty within 8 days of posting of recall notice or of
being otherwise notifed shall be deemed to have abandoned
the Federation voluntarily. However, if an employee is

//'/subsequently able to account for his inability to report

for duty within the stipulated period of 8 days to the
satisfaction of the management, the latter may condone
the dE.layg

Cont.dop.
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17. Safety Precautionss

al, The workmen will be provided with necessary safety applicances.
b). The workman shall be bound to observe all safety rules and |
orders that may be notified from time to time by the
Fedration and the use of Safety equipment provided by the
Federatione

18. Unauthorised Communication of Informations

N workmen shall except in accordance with any general or

special order of the Federation or the performance in good

faith of the duties assigned to him, Communicate directly

or indirectly any official document or any part thereof

or information to ® any person to whom he is not authorised
2 to communicate such document or informatione

19, Evidence before a Committee or any other authoritys

a)e N workman shall except with the previous sanction of the
Management give evidence in connection with any enqguiry,
conducted by any person, Committee cr authorityo

. - Dle Nothing in this rules shall apply tos

x)e evidence given at any enquiry before an authority appointed |
by the Govermment, parliament, or a state lLegislature or
the Federation or, a subsidiary Unite

ii)e evidence given in any judicial enquiryo

ii1i). evidence given at any departmental enquiry ordered by
authortties, subordidate to the Govermmente

iv)e evidence given at any department enquiry ordered by any
_Fublic Sector Undertakinge

Publication of written Articles/Broad Cast/Telecasts

A workman may publish or cause to publish broad cast,anm

telecast an article/talk on ank matter whatsocever in any

news paper,journal or other media provided such publicatiorn/

talk has no bearing on the affairs of the Federation either
“‘directly or indirectlye.

Cont'de.
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21. Over Time:

ale If any overtime work is required to be done, the worker will
attend to such overtime work and will be paid overtime wage-s
as per the legal provisione

b) e The overtime due for a particular month in respect of
workmen will be paid in the succeeding month alongwith wages,

22¢ Conducte

a)e ~ workman shall not at any time work against the interest
of the B Fecdaratione.

b) N werhkman including (a workman on leave) shall directly
or indirectly engage in any other profession or business
or enter the services of or be employed in any capacity
or for any purpose whatscever and for any part of his time,

cle A workman shall at all time conduct soberly and temperately
while on the works premises and show proper respect and
< civility to all concerm8d and shall use his best endeavour
to promote the good reputation thereof,.

-

dle The maintenance of discipline among the workman by laging
down rules and instructions, and enforcing the same by such
-action as necessary, is the right of the Managemente

9> 28, acts of Misconduct (Major)s

a)e Without prejudice to the generality of the term ®“misconduct®
the following acts of omission and commission shall be treatec
as misconducte

1) Theft, fraud or, dishonesty in conrection with the busiress
or property of the Federation or, of a subsidiary or of
property of another perscon within the Federation.

vl ,
2) e //Taking or giving bribes or any illegal gratificaticne

to the known sources of income by the employee cor on his
behalf by ancther person, vhich the employee can not satis=-
\ facgorily account fore.

’)\ i)‘ Possession of pecuniary resources property dispropertionste
é / /

Cont®deDe



4).

5)e

6)e

7).

8)e
9).

101.

11).

12) .

13).

14) .

15),

-31123~
rurnisning false information regarding nare, age, father's
name, qualification or previous service or regarding any
other relevant matter, |

acting in manner prejudicial to the interest of the
Federatione

wWilful in=subordinsation, or discbedience, whether or not
in combination of others, of any lawful and reasonable
crders of his superior.

Absence without leave or overstaying the sanctioned leave
for morethan four consecutive days without sufficient
ground or proper or satisfactory explanatione

Habitual late or irregular attencance or wilful abserce
from dutye.

Reglect of work or negligence in the performance of duty
including malingering or slowing down of worke

Sabotage or wilful damage to or loss of Federzticon's foods
Or propertye

Interference or tampering with any safety devices installed
in or about the premises of the Federatiocone

Drunkeness or riotous or discorderly or indecent behaviour
in the premises of the Federation or outside such premises
where such behaviour is related to be connected with
employmente

Gambling within the premises of the establishmente

Smoking in side the premises of the factory where it is
prohibitede.

=]
pOIlection without the permission of competent authority

7
/ of any money within the premises c¢f & Plant except as

sanctioned by any law cf the Federation except as santione-
ed by any law of the land for the time being in force or
Rules of the Federation.

Cont'de.
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Commissicn of any act which amounts to criminal offernce
involving moral turpitude.

Purchasing properties, machinery, stcres etc. from or,
selling properties, machinery, stores to the Federation
without express permission in writing from the competant
authoritye

Abetment of or an attempt at abetment of any act which
amounts to misconducte

Holding meetings within the works premises owned by the
Federation without the previcus written permission of the
Managemente

L
Striking worzk oz, inciting others tc strike, or practe

v uising any unfair labour practices as has been prescribed
. in the 5th Schedule of I.Dehct, of 1947,

;;?Irgaumorised use or, occupation of Federation land, Quarters

. /\; 9%, prepertiese Subletting of the quarters belonging to

/the Federatione Breach of any terms of allotrent of Federae
tion quarterse

Habitual breach ¢f any standing order of any law applie
cable to the establishment or any rule made there undere
Contracting another marriage, while the spouse is still

alive vhen it is not permissible under the personal law
for the time being in forceo

Marrying any person whc ha3s a spouse livinc without first
cbtaining the persmission of the Managemente.

I,f'e/fusal to work on & joo cor maci.ine which does not call
/ foxr any special skill and can be dorne by the employee
without adversely affecting the service ccnditicne

Frequent repetition of any act ocr, omissicn for wnhich
a miaor commission has been imposede

Cont'de.
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27). Hiding away or attempting to hide away any articles or,
materials of the Federatione

28) o Mass casual leave or earrned leave,

29)e Doing work in other comncernsy without the prior approval
of the authoritye.

30)e Habitual breach of any Rule or, instruction for maintenance
of running of any department or machimary or the maintenance
of cleanliness of any portion of the work premises.

31)¢ Obtauining any benefit under a false pretext or by making
false staterente.
32)e Refusal to work in @ higher positione.

o o
= {r.

‘V: - 3'3).(. kefusal to work on overtime if so required by the mana-gement.
Pl '.;34).‘0' Refusal to undergo training as decided by the Managemente
IS b e
5 b ol 7 35). *S>Failure to report immediately to the Superior Officer any
< Y, ~defect in machinery or damage to property or any dangerous

s S
§ o wums #u® Y condition of injury to person caused accidentally or okhere
 _~ « /' wise in course of performance of work by any worker by the
“UTTM “ vorkman corcerneds

T~

36). Wilful disfigurement, destruction or alteration of any
recorde

37)e Bringing inside the work premises possession or use of
alckohclic drink or narcotic crugs within the Plant premisess

38)e kefusal to be searched by any of the security perscnnel,
or authorised persone.

39) . Demonstrating or restraining or detaining of or,
Ghearaoing any representative employee or employees either
/ inside or outside work premises.

g

CTRTIrTEDA Impersonation.
(\\

/ >>4#1)e Indulging in political activities during the working hours,

X / A\\
L o
= T or within the work premises.
S5 PIRILER Cont*de
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42), Refusal to accept a charge sheet, order or other commni=-
cation from the Munagement served in accordarce with these
Standing Crder,
43), Un-necessary interfererce in the work of other workmane
44). Mo workmen shall be mermber of or otherwise associated with
any Political Party or any organisation which takes part in
politics, or, subscribe in aid of, or assist in any other
mannere
45)s If any question arises whether any moverment or activity
falls within the scope of this rule, the decision of the
Management there on shall be fiml,
46). MNo workman shall camvess or otherwise interfere or, use
his influence in connection with, or take part in election
to any legislature or locul authoritye
L - 47)e A workmen qualified to vote at such election may exercise
& Sl ‘h{§ right to vote but can not use his vehicle, or,
; resident for any electroal symbol,
f)' ” b Pl ) = ) 3
o’ 48).4\?roposing cr, seconding the nomination of a candidate at
/T]av®_-anelection to @ legislative body or acting as his agent by
o a worxman shall amount %o participation in the electicn
BXoCess,e
2§(b), MINOR OFIELICLS3
1) e sbgence from the employees® appointed place of work without
permission or sufficient cause,
2)e Commission of any act subversive of discipline or good
behaviour,.
3). /yriting anonymous or psedonymous letters criticising supe-

/(f\

k//"\\ 4).

/" riors of the Federation and making false reports regarding

e S Cur Ty Vi
/

the misconduct of colleagues.

Distributing or exhibiting in or about the works permises
any news paper, pamphlets, handbills, posters or

Cont'd,
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or the like without the written permission cf the Menage=
mente

Sleeping while on duty.

PE MMLTIES FOR MISCOMNUCT (MIMNOR OFFE ICES) s

Censure/wWarninge

Fine.

Suspension « without salary for a period not exceeding

4 dayse The Plant shall maintain a record cof all miscon=
ducts in respect of which a workman is warned, fined or
suspended. 4 warning in writing shall be given to the
workman comncernede MNo fine or suspension shall be made
unless the workman concerned is given a charge sheet

and 1s offered an opportunity of defending himself or

of explaining the circumstances alleged against hime

If on enquiry an order of suspension is confirmed

or modified, the workman shall be deemed to be absent
from auty for the period of suspension and shall not be
entitled to any remuneration for such periode 1If
however, the order is rescinded, the workman shall be
deemed to be on duty during the full periéd of suspension
and shall be entitled to the same wages a&s he would have
received if he had not been suspended.

A fine may be imposed on any workman for any act of
misconduct as may be notified by the Management subject to
the provisions of Payment of wages Act of 1936,

The fines céllected shall be utilised for welfare activities
An the works/Procject in accordamnce with any rule that may

be framed by the Management in this behalf and approved by
the competant authoritye

Suspension referred to above @ will && not in any way affect
the continuity of service, date of increment in the time
scale and other benefit excepting those relating to wages,
incentive for the days of suspension onlye.

Cont 'de
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MAJOR MISCONDUCTs (PEMLTIES) s

O1l. Suspension without pay for the period mot exceeding 30 days,
But in serious cases this 30 days limit does not stande.

02 Stoppage of increment with or without cumulative e ffect
cr with holding of promotion.

03, Reduction to lower grade or post lower stage in time scale,
04. Removal/discharge from service.

05 Dismissal from service which disqualifies for future
employmente

26. PROCEDURE FOR IMPOSITION CF MINOR PE N:LITIESS:

where a workman is charged with an offence, which may lead
. to imposition of @ minor penalty, he shall be informed in
. writing of the allegation made against him and shall be
‘. given an opportunity to make representation if any, within
‘ ''° 7 gayse

~ In case the explanation/reply/representation cf the workman
-» is not considered satisfactory by the person authorised to
impose the penalty, the workman concerred may be given an
gt ', = opportunity to be heard in person by the person authorisesd
to impose the penalty or by an officer of the Federation
authorised by Competent authoritye In the said hearing,
the workman wkll be explained personally the act(s) of
misconduct, details of minor penalties which can be or is
being proposed to be imposed and the workman shall be given
an opportunity to explain his case in presemnce of at least

one other workere
a

o
2'!;1// PRCCEDURE D IMPCSITICH OF MaJCR FE NWLTIES s
7

’ /Lﬁ o Where a workman is charged with an offence which may lead

tc the imposition of @ major penalty, he shall be informed
in writing of the allegation against him and shall be given
an opportunity to show cause within the period of 15 dayse

Lip i b §t A Cont.d.
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Cn receipt of the workman's explanation, where the allega=-
tions are denied by him or where the explanation is not
satisfacgory an emxjuiry will be held by an officer or
officers nominuted by the managemente. Such enquiry will be
conducted by an officer other than the cfficer who has either
reported the alleged misconduct or has issued the charge sheet
or the person charged is directly subordinate to hime. at
the enquiry, the workman concerned shall be afforded reason-
able opportunitg of explaining and defending his action with
the assistance of a Coe=workmane Where such enguiry relates
to the alleged misconduct of several workman the workmen may
be held for all the workman togethere

vhere a workman is charged with serious misconduct and it
is not considered desirable that he should remain on duty,
he may be suspended from cduty pending emguirye The order

of suspension shall be given in writing and shall be followed

» within 7 days by & charge sheet setting out in precise

A

iii).

. terms the misconduct alleged against hime During the period
" -of suspension, & workman shall not enter the works premises

except with the permission of the Management nor shall be
leave the staticn without the permission of the Managerment,
During the period of suspension, the workman comcerred
will repadrt his attendance daily at an appointed place.

If Guring the enquiry it is found that the workman is guilty
of a misconduct other than that stated in the order of
suspension ard or the charge sheet, the workman shall be
liable to punishment for such misconduct but before any
punishment is imposed on him, he shall be afforded a reason=
able opportunity of explaining and defending his action in

_respect of such misconducte During the enquiry, on his own

request, the workman cormcerned or his co=workman & be pere
mitted to take down notes of proceedinge

A workman under suspensicn shall be entitled to subsistence
allowance equal to 50% cof his basic pay provided disciplinary
authority is satisfied that the workman is not engaged in

\ER Cont'd.
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any other employment or business or, profession or, vacation.
He is entitled to Do and any other comgensatory allowarce
admissible on such subsistence allowance of which he was in
receipt on the date of suspension. This 50% subsisternce
allowance is given for the first ninety days of suspension,
If however, the period of suspension exceeds 3 months for
reason to be recorded in writing for which the workman is
not responsible, subbsistence allowance is at the rate of
75% of such wages Dh and any ouher compensation ailowance

as admissible for the remaining period of suspension will be
paide. where, however, the workman is responsible for exten-
gion of suspension period, 1/4 of the basic + DA will be paid
for the residual period of suspensione The subsisterce
allowance will be subject to a written declaration by the
werkman that he is not engaged in any other employment,
basically, profession, or vocatione.

If zfter enquiry, a workman is found guilty of the mise
conduct alleged against him or scme other misconduct braeght
out in the course of‘ enquiry and punishment is awarded the
werkman shall not be entitled to any remureraticn for the
Pericd of suspension pending enquiry other than the subsise
tence allowance a&lreedy p2id to hime If penalty other than
dismissal or removal is imposed on him, .the panishing autho-
rity by order shall decide as to how the pericd of suspensio:
shall be treutede If,hiowever, he is found mot guilty of
elieged misconduct he shall be reinstated in his post and
shall be pald the difference between the subsisterce allowanc
already paid and emélument consisting of pay and alldwarce
which he would have received if he had mot been suspendeds
The period of suspensicn being treated as on Gutye

N order of removal or, dismissal from service shall be made
by an authority shall be lower than appeinting authoritye

In awarding the punishment the Management will take the
gravity of the misconduct, the previocus records of the
workman and extemating or aggravating circumstances,g that
may existe A copy of each of order passed by management shoul:
be supplied to the workman conce‘rned.

Cont®de
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Subject to the provisions contwined in clauses (iv) and (v)
above, the Federation reserves the right to suspend 8 worke
man accused in a court of law for criminal cffence involve
ing moral turpitude until the disposal of the traial,

Servicq of any charge sheet or, letter or, order or notice
or any communication in writing will normally be affected
through hand delivery. Where-ever such mode of service is
not possible for any reason whatscever, service will be effe-
cted through registered A.D. letter to be sent to the last
known and recorded address of the workman in his service
record and a copy there of may be displayed on the mnotice
boarde It will be the duty of a workman to keep the Federae
tion informed of any changes in his address recorded by the
Federatione

SPECIAL PRCCEDURE IN CERT~IN CASESS

a)e

b)e

where ag workman has been convicted for criminal offence

involving moral turpitude in a court of law, the workman
may be removed or dismissed from the service after giving
a chance to show causee

Notwithstanding any thing contaired in S.0. where the Manle
ging Director is satisfied on the basis of information made
available to him and for the reasons to be recorded in writing
that it is nor expedient and is against k the security of the
establishment or the state to contime to employ any workman,
the services of such workman may be terminated after giving

a chance to show cause,

In case where a workman is detained under Police custody

_for more than 48 hours, the Management will take due care

to enquire into the reasons for such detention before cone
sidering the suspension cf the employeees

PROVISIONS REGARDING WORIMAN BORROWED FROM OTHER SOURCESS

In the application of these standing orders relation to the
workman whose servic-es have been borrowed by the company

Cont .do
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from another organisation and who retains a lien on their
present organisation, the operation of these standing
order shall be the subject to the terms and condition on
which their services have been leaned to the Federation,.

29, APPEAL3

a)e The authorities competent to impose major/minor
penalities is menticned in Clause 26 and 27 (vi) of
the Standing Crder,

ble A worker may appeal against an order of penalty
imposed upon him specified in Caluse 27 (vi) or
. against the order of suspension referred to in
caluse 27 (1i) of the Standing Ordere. The appeal
shall lie to the Appellate Authoritye

The schedule to Rule 34 of the C.D.A¢ Rule of the
> Federation provides as followss

- @ o oo @ e e G S W T S oo @ W= @ I S o @ B T ox G @G W) e o = & S - & o o o o

sl. ' category of * Disciplinery ° ©Penalties , Appellate ' Review=
Noe ¢ Employeese ¢ Authority/ it can ? Authorityees 4ing
R z Competent * imposee o Authority.
Authoritye ) ¢
01, ( Employees whose Managing ' All. Board cf ' General
appointrents ® Directores ® Directorse Bodye
¢ are made by the . .
s Managing ! ¢
Directcre , . y .
€ * Minor Managing Board
s gz:;:i. - penalie ¢ Directore ¢ of
s ties " Directorse
, » , (25(m)). °*

e * 1 CO NFIRMATIONS

/'i;he employer shall in accordarnce with the terms and
conditions stipulated in the letter of appointment,confirm
: sade 1 3 r-\
: eligible workman and issue a lgtter of confirmation to hims

3=

/ Vi \' shensver a workman is confirmed, &n entry with regard to
\0 /37 cofifirmation shall also be mace in his service card within
\é\ a period of thirty days of such confirmatione

Cont'de.
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V}?. & AGE OF RETIREMENIs

The age of retirement or superarmation of a2 workman shall
be as may be agreed upon between the employer and the
workman under an agreement or as specified in a settlement
or award which is binding on both the workman and employer.
Where there is no such agreed age, retirement or superanme-
ation shall be on completion of 58 years of age by the worke
mane The age of Retirement shall be 58 we years i.e, from
the afeernoon of the last day of the month in which the
workman completes the age of 58 years,

38 DATE OF BIRTH DECLARGTIONS

Every workman must declare on his first appointment, his
date of birth according to Chirstian »as& Era, and produce

. confimatory evidence like Matriculation or School leawing
Certificate evidence as may be acceptable to the Management,
if a workman is unable to produce, for reasons beyond his
control, Documentary evidence of his age, he shall state
_his age and make @ written affidavit sworn before a
Magistrate/oath Commissiorer making a declaration (Services
of the workman furnishing a deliberately 4 false affidavit
are liable to be terminated)e If @ workman is unable to
state his exact date of birth, but can state approximately
the year and the monthe The 1lst of the month will be
treated as the date of birthe The date of birth are re-
corded in the service bock/sheet of the workman, shall not
be altered.

34, FIM\L SETTIEFME NI OF ACCOUN3

No final payment shall be made to any workman in settlement
his account unless he has been granted a clearance

certificate which shall be issued only after the clearance
\L\ slip have been issued and submitted to the competent
/’“’\ﬁ Aufhority.
\ Cont'd.
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The clearance certificate shall be issued and submitted to
the Competant Authority from the fcllowing Departmentsie

The Department in which the workman is workinge

Stores,

Worksho pé .
G I-Ubo

Co=operative Scciety/Store,

- i £)e ", Accounts Sectione

N,
N

Canteen,

r
Ve

‘We lfare Departments,

e N
ot

a3 O x}/ﬂ'y other Section as may be notified from time to time,

e

38.

The management would see that the said procedure shoudd be
completed within 7 days from the date of termimation of
employment or, date of effect of resignation. The time for
making payrent of compensation and earred wages will however
be governed by the statute,

CERTIFICATEL CF SERVICL:

byery workman will be furnished with a service certificate
at the time of discharge or, terminstion of his service,

~resignation or retirement.

GRIEVAICE MACHTIIMNLEYS

4ll grievances of the workman & arising out of his employment
including those relating to unfair treatment or, wrongful
exaction on the part of the management, shall be dealt with

..4n accordance with Grievance Procedure of the Federation.

Cont®d,
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ACCIDE IT 3

All workmen shall immediately report injury sustzained by

them during the course of their work to the immediate superior
fakling which it shall be deemed that the injury was sustaine

ed otherwise than in the course of employmento

LIABILITY OF THE MAaN-GLME I3

The lManager of the Factory or any other Officer nominated
by him shall be held respensible for the proper and faith-

b ,,ful observance of the Setanding Order,
R ‘ ) H ey )
Y i< re
l.' ‘,“., I*
« . 3& SUFFICIENCY OF SERVICE OR NOTICE:
- }4,1“ J ool
“ I 7 ‘*//

* S S
R Ry

-

- -

2 TomMiSSia
LU']"CR UlVi:jls:)N
CUTTACK

A notice, charge sheet, order or, éther conmunication
required to be delivered to a workman shall be served on
him persomally, through the gdepartment comcerrede If a
workmén is not found, evades or refuses service, the fact
of such refusal shall be recorded in writing by the
department ccrncerned in the presence of two witness and
apart from this, a copy of such communication will be
affixed on the Federation's notice board and a copy of
the said comrmunicaticon will be sent by Registered (AD)
poste The above shall constitute adequate service of
notice.

v

i
E)QIIBITION AN) SUPPLY OF ST.»iDING ORDERs

A copy of the Standing orders in English, Criya and in the
language understood by majority of workmen shall be posted
on the main *lotice Boards® and shall be kept in a legible
conditions A copy of these shall be supplied to each
workman free of cost on demande.

NER

Cont'de




|
!
g

-325%=

f{?’. INTERPRETATICN OF ST,HIDING CRIERSS

If there is any conflict between the standing Crders in
English and those in any other language or, languages the
English version will prevail &nd be followed,

s 4 BT

g f:bbming contained in this Standing Orders shall operate

,;d.n cerogation of any law or, to the prejudice of any
", Fight under written contract of service, settlement or,
') \* award for the time being in force nor shall any agree-
i~ - ment between the employer and workm&ane Prejudicially
o affect the richts of the weorkman under this Stending

ordere




ANNXURE « ‘A

LE..WE RUIES (FACTCORY WOR:MEN)

le¢ Extent of applications-

These rules shall apply to such of those workmen who
have been working in Béasy Dairy Plant/Chilling Plant/Chilling
Centres/Cattle Feed Plants and any other unit which constitute
factory as defined under the Factories Act, 1948,

2¢ Right to leavesi-

leave cannot be claimed as 3 matter of righte

3, Acceptarce of service or employment while on leave =

: An employee while on leave shall not take up any service
or ‘employment elsewhere, including the setting up of a private/

. & _ profg)ssional practice as Accountant, Consultant or legal or
Medical Practitioner etc,, without obtaining the prior approval
from_the Managing Director,

AL

) i.»x .:‘—spplication for leave -

ale Mormally an application for leave should be submitted
in the prescribed form to the next superior authority atleast
two weeks prior to the date of commercement of leave,

bje An application for grant of leave on medical grounds
should be accompained by a medical certificate from the Medical
Officer of the Federation/Plant or from a Medical Officer mnot
below the rank of an AssteSurgeon in Government Service indicae
cATrTTE ~ting clearly the nature and probable duration of the illmesse
o The competent authority may, in its discretion, waive the proe
ductlon of a medical certificate for leave upto ome weeke

\, Cle The competant authority miy request another Medical

Officer to medically examine the employee and express an opinion
‘X’ as regards the fact of illness and the necessity for the extent
Lgnﬁ urrief leave recormended.

-CUM- N
SUITY LaBD'.® COMMISSIONER Cont®de
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Se buraticn of Leave s-

a)« Sunday/licliday/weekly off may be allowed to be prefixed/
suffixed to leave,

b)e. Subject to sube-rule (&), leave begins on the day on which
the transfer of charge is effected and ends on the day the
preceeding that on which the charge is resumed.

c). 4#n employee granted leave on production cf medical certifi-
cate should produce a medical certificate of fitness from
the treating Medical Officer before he is allowed to rejoin
dutye

6e &bsence after expirv of leave:

a)e Unless the authority competent to grant leave extends

- the leave, an employee who remains absent after the end

] '-;,f leave is entitled to no leave salary for the period of
i such absence and the period shall be debited against his
' ieJéve account as though it were half pay leave, to the
extent such lesve is due; the period in excess of such
ﬁi’eave due being treated as extraordinury leave without
pay and allowance.

& \

»

b). Wilful absence from duty after the expiry of leave renders
an employee liable to disciplinary actions

7. Ekecall to duty before expiry of leaves

A

@), All orders recalling an employee to duty before the expiry
of his leave shall state whether the return tc duty is opticna
or compulsory.

- - "

“b)e wWwhere the return to duty is optional, the employee shall not
be entitled to any concessions

c). Where the return to duty is compulsory and the leave is

:t;,.;_L'-—- curtailed by 2 minimum period of 7 days, the employee shall
. . be entitled to be treated as on duty from the date on which
.. ' he starts for the station to wtich he is ordered and to draws:

Cont'a,
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i). Travelling allowance for jourreys and

ii). lLeave salary,until he jcins his post, at the same rate at
which he would have drawn it, but for recall to duty,.

: 8. Combination of different kinds of leaves

Any kind of leave under these Rules, except casual leave,

may be granted in combindtion with or in contimuation of any
other kind of leave,

9, Communicaticn of one kind of leave into anothers

a). At the request of an employee, the authority which granted
him leave may commute it retrospectively into leave of a
different kind which was due and admissible to him at the
time @ the leave was granted, but the employee cannot claim
such commutation as &a matter of right,

ble The commutation of one kind of leave into another shall be
| -subject to adjustment of leave salary on the basis of leave
.finally granted to the employee, that is to say, any arrears

'A«Jdne to him shall be paide.
Ny

10, leave address s=

4n employee proceeding on leave shall intimate to the com=
petent authority his address during leave and shall keep the
said authority informed eof any change in the leave address.

11, Earrned leave st

i). Entitlement of lecaves

—~ — e g g g pm

Such of those workmen who have been working in Dairy
Plant/Chilling Plant/Chilling Centre/Cattle Feed Plant and any
othé/r units will be entitled to leave with wages (E,L.)in accorde
. azice with the Factories éct, 1948,

A 4
2o 4

N
S\
pavith

C
CERT

ii), Grant of leaves=-

Every employee who has worked for a period of 240 days
\ ‘--or more during a calender year shall be allowed during the subse=-
“-Cym -

UTY LaEpus COmM coGMent calender year leave for rmumber of days calculated at the

CUTTACK DiVISiBN Cont®d.
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rate of 1 3ay for every 20 days of work performed by him during
the previous calender year, ;

Explanations-

1)e 1), For the purpose of this clause any days of Jlay-off by
agreement or contract, or as permissible under the Federation's
Standing Orcers and maternity leave to female employees not
exceeding 12 weeks, shall be deemed to be days on which the
employees worked for the purpose of computation of the period
of 240 days or more, but shall not earn leave for these days,

2)o Weekly holidays & public holidays shall not be deemed
as days on vhich the employee has not worked,

3.
,a)(i). Lleave admissible under this clause shall be exc lusive
\of all holicays accruing at either end of the period of
1eave.

11). &»n employee whose services commence otherwise than on

Q:;e 1st day of Jamary shall be entitled to leave at the rate

-laid down in the clause 11(i) if he has worked for 2/3 rd of
TLES " the total mnmber of days in the remeinder of the Calender

yealre

iii), If an employee is discharced or dismissed from the service

during the course of the year, he shall be entitled to leave

at the rate 1aid down in Clause 11.3.,A.(ii) even if he has not

worked for the entire period specified in clause 11(i) or

11le3eAc(ii) entitling him to earn leave,

B). An employee shall not be entitled to more than three spells
of earred leave during a ea calender year. Exceptions nmay be
-~ - e=-.- .. made with the approval of the Managing Directore.

Cle The leave with wages will be accrued to &n employee cover=-
rned under the Factory Act = 1948 as one day for 20 days of
)\\ ~ » his work and will be credited only after completion of 240

/\i\‘x days of work in the Factory.
i

i a' /
' H"K.
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12. Compensatory allowance for leaves=-

a)e On termination of service, either by resignation or by ree

bl

13..

a).

14,

A

//i/ /\V

) \‘ ,.‘ \
Al s \
@AN
! '// f r

CERTIFYME OF FICER
i

tirement or otherwise but not due to dismissal or removal

from services, an employee shall be paid compensatory allow=-
ance equal to leave pay and dearness allowgnce admissible

for the entire period of earned leave due (limited to 120 days)
provided that the employee has completed one year cof service
excluding probation,

In case of death of an empldyee while in service, the come
pensatory allowance as calculated above will be paid to the
widow/husband and/or minor children of the deceased employee
as may be decided by the Managing Directore

Half Pay leave s=

Half pay leave shall accrue to an employee at the rate of

20 days in respect of each completed year of service and

may be granted on medical certificate or for private affairs,
In case an employee is on leave on the day on which he comm
pletes a year of service, he shall be entitled to half pay
leave yithout having to return to dutye

Mo employee shall be granted half pay leave for more than
two spells curing the course of a year and the half pay leave

will not be granted for less than ten dayse

Cormuted leave i-

P half
quﬁubﬁ:d leave not exceeding half the amount of:’/pay legve

due shall be granted on production ¢f medical certificate
to an employee subject to the following conditionss:

Tt authority competent to grant. leave is satisfied that
there is reasomble prospect of the employee returning to
duty on its expirys

(CLEUTY L Be mefQaAMISSIONER
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3 b)e The total duration of earned leave and commuted leave taken
in conjuction shall not exceed 240 days;

c)e when commuted leave is granted, twice the amount of such
lecve shall be debited against the half pay leave dueyp

d)., Commuted leave may be granted &t the request of the
employee even when earned leave is due to himp

€)o Commuted leave will not be granted for less than 5 days
fequivalent of 10 days half pay leawve),

f)e Or commted leave may also be granted if the Manmaging
virectwor is satisfied that t.ere is an exceptiondl circunme
P SR :\-_‘stanoe which warrants the prescrce of the employee at his
‘yesidence such as recessity to hospitalise or attend to

< T .
) Ve ¥ \,', a_i.ling wife or children or parentsg
hevs 11
,‘;%%_3 gle’ Jari employee may also be permitted to avail of the half
. ,,.» i Pay leave cdue to him at the time cf retirement or termin-
UM T /
N e étion of service,
Ny ¢ TRa AN
‘e~ ---15¢ Extraordinary leave;

@)e Extraordinary leave may be granted to an employee in
speciel clrcumstancess

i). when no other leave is admissible; and

1i), when other leave is admissible, but the employee arplies
in writing for the grant of extracordinary leave,

b). Unless the Menaging Director in viey of the exceptiomal
ci/rcumstames of the case otherwise determimes, no
/émployee shall be granted extraordinary lesve on any orme
/A\ v / occasicn in excess of the following limits:

Lﬂ/g3 i;. three monthsg

K
\, ii), six months, where the employee has ccompleted three years

,rn'“vmg u‘ ICER . )
g SRy - continmuous service on the date of expiry of leave of the

'Y LABD R U‘”WS:;;’“Q kind due and admissible under these rules imcluding three
f11aCx D N
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months extrapordinary leave under clause (a) and his ree
quest for such leave is d supported by a medical certifi=-
cate as required by these rules;

1i1) .twelve months, where the employee who has completed cre

iv).

years®s contimous service is underegoing treatment for
cancer, or for mental illress in an instituticn recognised
for the treatment of such disease or by a Civil Surgeon
or Staff Surgeon or a Specialist in such diseasep

eighteen months, where the employee who has completed one
year's continuous service is uncergoing treatment forsg

Pulmanary tuberculosis or pleurisy of tubercular origin,

“ _or tuberculosis of any other part of the body by @8 qualie

fied tuberculosis Specialist or a Civil Surgeon or Staff

'~ Surgeon, or

1.
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‘ J.Daeprosy in & recognised leprosy institution or by a Civil

Surgeon or Staff Surgeon or a Specialist in leprosy Hospital
xecogniaed as such by the State Administrative Medical
‘Officer concerneds and

twanty four months, where the leafe is required for the
e purpose ©of prosecuting studies certified to be in the
Federation®s interest, prrovided the employee concerned
has completed three years contimious service on the date
of expiry of leave of the kind due and admissible under
these rules, including three months extraordinary leave
under clause (i),

’l(wo spells of extreordinary leave, if intervened by any

ERTIFIE T) / other kind of leave, shall be treated as one ccntimuous

spell of extracrdinary leave for the purpose of sub=
rule ‘b)o

The authority competent to grant leave may commute 1etroe
spectively periods of absernce without leave into extra=
ordinary leave,

Cont®de
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Maternity leave -

Maternity leave shall be granted to female workman who has
worked not less than 160 days in the 12 months immediately
preceeding the date of her expected delivery,

Materrity leave may be granted to @ female employee for a
maximum of 12 weeks i.eo 6 weeks upto and including the day
of her delivery and 6 weeks immediately following that days

Provided thet where @ woman dles during this period, the
maternity benefit shall be payable only for the days upto
and including the day of her death.

Provided further that where a woman, having been delivered
cf a child, dies during her delivery or during the period of
six weeks immediately following the date of her delivery,
leaving behind in either case the child, the employee shall
be liable for the maternity benefit for the entire period

- of six weeks immediately following the day of her delivery

but if the child also dies during the said period, then,
for the days upto and including the day of the death of
the childe

The application for maternity leave should be supported
by a medical certificates

Maternity leave mdy be combined with leave of any other kind
sancticred on medical grounde

{uarantine leaves
v

wheée in consequence of the presence of an infectious disease,
eferred tc in suberule (b), in the family or household of

an employee at his place of duty, residence or so adjourn,

his attendance at his office is considered hazardsus to the
health of other employees, such employee may ke granted

quarantine leave,

Cont'd.
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b)e For the purpose of suberule (a), cholera, smallpox, plague
’ and cerebrospinal meningitis may be considered as infectious
diseaseso

c)ei)e wuarantine leave may be granted on the certificate of
a Medical Officer or Public Health Officer for a period not
exceeding 21 days or in exceptional circumstances, 30 days,

ii). Any leave necessary in excess of this period shall be
treated as leave due and admissible and shall be debitable
to the leage account of the employee,

d)e An employee on quarantine leave shall be treated as on duty.

18, Casual leaves

B

Casual leave may be granted upto maximum of 12 days for
every calender year,

‘&). I‘h case of employee appcinted during the course of a year,
Y L7z xﬂca'sual leave may be allowed in proportion to the mumber of
' JT 1A days equal to the months (including part months) during the

T
calender year cduring which the employee was in service,

b). Sundays/iwieekly Offs/Holidays preceeding, intervening or
succeeding the casual leave shall not be counted as casual
leave but normally absence from duty on a@ccount of casual
leave including such Sundays/weekly Offs/Hclidays should a¢
not exceed 7 days, However, casual leave shall not be
granted for a period of more than 3 days at a timeo

~c)e Casual leave not availed of during a calender year will

R IEILE Y
‘ =D lagse at the end of the yeare
} d)./ Special casual leave may be granted on production of proper
v/ proof to an employee for a maximum period of 6 days for

\f} undergoing family planning coperationse
/ C

ANRNE R
- U™ CO\/ 19, Compensatory leave s-

Y 1 SBOUR CONM WER

BT Tack DIVISI 0N Compensatory leuve would be granted to an employee in lieu
- : . Cont‘'d,
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of official duty performed by him/her, for a full day, when

asked to do s0 in the exigencies of works, on the weekly
offs/holidays, :

20, Leave to Apprenticess-

The apprentices shall be entitled to following ty{es
of leave during the period of their apprenticeships

CATEGORY =IIX,
i). Casual leave, see 07

ii). HPL. L XN J 20

The HPL during apprenticeship shall be granted only
on medical grounds and cannot be carried over to the re=
maining years of his reqular service,

21. » Leave Salarys

a)e. - The casual leave is treated as duty for drawal of pay
~ ' 7' and allowarnces,

JTin Dle During earned leave, commted leave, maternity leave and

: quarantine leave, an employee is entitled to leave salary
equal to the pay drawn immediately be fore proceeding on
leave,

c)le During halfpay leave, an employee is entitled to leave
salary equal to half of the pay drawn immediately before
proceeding on leave,

d)e An employee on extraordinary leave is not entitled to any
leave salary.

) o
"TTTT 22./davame of leave salarys

l\ / An employee proceeding on leave for & period not less
&
X

than 30 days may be granted an advance against the leave

Cont'd.
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salary, The amount of advance shall be fixed in whole
rupees ana shall not exceed the ret amount of leave salary
(after usual deductions) for the first 30 days of leave,

Interpretation and relaxationss

Cases of doubt regerding the interpretation and applicae
bility of these rules shall be refereged tc the Managing

Director for crcers, The kanaging Director shall, in his
discretion, be competent to relax the rules in particular

c:;mes where, in his opinicon, the circumstances justify

\

relaxations

B - Cont'de.
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LEAVE RUILES

( ROR-FACTORY WORKME N)

1, Extent of applications=

These rules shall apply to such of those employees who
are not workmen as defined under Factories Act,1948,

2, Right to leaves-

leave cannot be claimed as a matter of righte The em=
ployees for the purpose of leave will be categorised into the
following categories,

Cate gory -1,

The employees posted at Federation Headquarters and other
units/sites declared separate offices,

Category-II,

-

The employees posted at Dairy & Plant, Chilling Plant,
Cattle Feed Plant, Chilling centres

-~

3. Acceptance of service or employment while on leaves-

An employee while on leave shall not take up any service
or employrent elsevhere, including the settling up of a private/
professional practice as Accountant, Consultant or legal or
Medical practiciorer etc,, without obtaining the prior approval
from the Managing Director,

4o Application for leavesw

a), Normally an application for leave should be submitted in
"ERTIF'F ™/ the prescribed form to the next superior authority atleast
' two weeks prior to the date of commerncement of leave,

AN
N\ Q\\' b)e. An application for grant of leave on medical grounds should

W, %\ be accompaired by @ medical certificate from the lMedical
CERTIFYING ?\J iCER Offbeez-oé-tho-Foderation-os-fror-an-AepirSurgeon
-CUM - Cont‘'de
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Officer of the Fedration or from Medical Officer not below
the rank of an Asst.,Surgeon in Govt. service indicating
clearly the nature and probable duration of the illness,
The competent authority may,in its discretion, waive the
production of a medical certificate for leave up to ome
week,

The competent authority may request another Medicale
Officer to medically examine the employee and express an
opinion as regards the fact of illmess and the necessity
for the extent of leave recommended,

Duration of leaves

Sundays/holidays/weekly offs may be allowed to be prefixed/

N suffixed to leave,

(4 > B

K

b).ﬁ Subject to sub-rule (a),leave begins on the day on which
'):tha transfer of charge is effected and ends on the day
.;./prcceeding that on which the charge is resumed,

An employee granted leave on production of redical certi-
ficate should produce a medical certificate of fitness from
the treating Medical Officer before he is allowed to ree-
jdin auty.

Absence after expiry of leaves

Unless the authority competent to grant leave extends the
leave an employee who remains absent after the end cf leave
is entitled to no leave salary for the period of such ‘
absernce and the period shall be debited against his leave
account as though it were half pay leave, to the extent
such leave is due; the period in excess of such leave due
being treated as extraordinmdry leawe without pay and
allowances,

Cont'd,
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b). Wilful absence from duty after the expiry of leave renders
an empldyee liable to disciplinmary action.

Te Recall to duty before expiry of leaves

a)e All orders recalling an employee to duty before the expiry
of his leave shall stated whether the return to duty is
optional or compulsorye.

b). wWhere the return to duty is optional, the employee shall
not be entitled to any comcession,

c)e. where the return to duty is compulsory and the leave is
availed by a minimum period of 7 days, the employee shall
i be entitled to be treated as on duty from the date on which
. he starts for the station to which he is ordered and to
s ' . draws

A 1);3 Travelling allowance under the Rules of the Federation
S """for the jourrey; and

iﬁ‘,//heave salary, until he joins his post, at the same rate
~ /" at which he would have drawn it, but for recall to duty.

7

8o Combination of different kinds of leaves

Any kind of leave under these Rules, except casual leave,
may be granted in combination with or in contimiation of
any other kxind of leave,

S, Commutation of one kind of leave into anothers

a), At the request of an employee, the authority which
granted him leave may commute it retrospectively into
BT PTIDIE /'1eave of a different kind which was due and admissible

/

/ to him at the time the leave was granted, but the employee

,L\\ - .\‘L cannot claim such commutation as a matter of righte
TN b
X-/,\/CJ\ b)e The commutation of one kind of leave into another shall
Y
~ /\D\ be subject to adjustment of leave salary on the basis of
CERTIFYING GrFilex leave finally granted to the employee, that is to say, any
-CuMm - all
BTy LeBG R COMMISS! Lgprarrears due to him shall be paid,
CUVTCK DIVISION
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10, leave adéresss-

An employee prcceeding on leave shall intimate to the
competent authority his address during leave and shall keep

the said authority informed of any change in the leave
addresse

11, Earned leaves-

i). Entitlement of leaves-

Such of those employees who are not workmen as defined
under Factories Act, 1948 will be categorised in the follow~
ing categories for the purpose of leave,

‘Category -I.

k.S

’
Y

 The employees will be entitled for E.L. at the rate of one

> day for ewery eleven days spent on duty o Duty for this

~ purpose shall mean the period spent in the service of the

_ /Federation including periods of casual leave and special

) % casual leave but excluding other kinds of leave, The maxi-
/ : mum period of earned leave which can be accumulated by an

employee shall be 18 days, Earned leave due upto a maxi-

mum of 120 days may be granted at any one time,

e

Category =11,

These employees will be entitled earned leave at the rate
of one day for every 20 days spent on duty.

The maximum period of earned leave that can be carried
over to rext year by an employee shall be 120 days unless the
leave applied by him has been refusede

mrr ot ~414)./Grant of leaves

Lbll..bk
SUTTACK

DiViIiGSIO

\}\_ ] \,‘ Fer Category «I Employeess During the first year of serwice,
f"i\ A & grant of earned leave will be restricted to half of the
ﬁ ( \5‘\ earned leave due, Exceptions may be made with the apgroval
CER wm of the Managing Director,
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For Category =II Employees;

Every employee who has worked for a period of 240 days or
more during a calender year shall be allowed, during the subse-
quent calender year leave for rumber of days calculated at the

rate of one day for every 20 days of work performed by him
during the previous calender year,

Explanations

1. For the purpose of this clause any days of lay off by
agreement or contract, or as permissinle under the Federa-
tion®s sStanding Orders and maternity leave to female employ-
ees not exceeding 12 m weeks, shall be deemed to be days

Al HEmt on which the employees worked for the purpdse of computa-

tion of the period of 240 days or more, but shall not earn
leave for these days,

Zaj wWeekly holidays & public holidays shall not be deeme-d
-~ * as days on which the empldyee has not worked,

‘ i 3voi)o

leave adrdssible under this clause shall be exclusive of
! all holidays occuring at either end of the periocd of leave,
| ii)., An employee whose services commence cotherwise than on the
1st day of Jamary shall be entitled to leave at the rate
laid down in the clause (i) if he has worked for 2/3rd of
the total mumber of days in the rema@inder of the Calender
year,

1i1).If an employee is discharged or dismissed from the service
during the course of the year, he shall be entitled to leave
at the rate leid down in clause (ii) even if he has rnot
7 worked for the entire period specified in clause (i) or
(ii) entitling him to earn leave,

Ny
b 4% Be An employee shall not be entitled to more than three

‘\ spells of earred leave during & calendaryear, ExXceptions
K ""“'éNG et P may to be made with the approval of the Managing Director.
‘JLV kD fuMhﬁ"fj.JNER I Contf%dG,

B ter
I &

L'VISigwN
TTacik



=363= ()

> (Applicable to all other employees excluding the employ-
ees posted in Factory/Chilling Centre/Cattle Feed Factory)
that " once an employee declared as confirmed in any post
shall contime to get the benefit of ore day Earned leave

for 11 days work in casq he is promoted or recruited into
any higher post®,

12. Compensatory allowance for leaves

a). On termination of service,either by resignation or by
retirement or otherwise but not due to dismissal or re-
moval from services, an employee shall be paid compen=
satory allowance equal to leave pay and dearness allowance

- ( i, ~_ admissible for the entire period of earned leave due
277 -7 7 U\ (limited to 120 days), provided that the employee has
‘A’ Eomplztzd the service period as per the agreement executed
¥ nby him, (approval of R.C,5,3td,17.6+85),

~

b);fI case of death of an employee while in service, the

§ : nsatory allowance as calculated above will be paid
- the widow/husband and/or mimor children of the deceased
~ YU h/;,/employee as mdy be decided by the Managing Director,

SRR

-

13, Half pay leaves

a), Half pay leave shall accrue to an employee at the rate
of 20 days in respect of each completed year of service
and may be granted on medical certificate or for private
affairs, In case an employee is on leave on the day on
which he completes a year of service, he shall be entitled
to half pay leave without having to return to dutys

b). Mo employee shall be granted half pay leave for more than
TYDTD two spells during the course of a year and the half pay
leave will not be granted for less than 10 days,

: NN
/ ;& /:x 14, Commutaed leaves

\\v Commuted leave not exceeding half the amount of half pay
IFYINNG VIFFICER

ik leave due shall be granted only on production of medical
BEFLTY .. LuviMicoidNERcertificate to an employee subject to the following
AR F?\i DIVISION
CUTTACK conditionss
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The authority competent to© grant leave is satisfied that
there is reasonable prospect of the employee returning
to duty on its expirys

The total duration of earned leave and commuted leave
taken in conjunction shall not exceed 240 days;

when commuted leave is granted, twice the amount of such
leave shall be debited against the half pay leave duey

Commuted leave may be granted at the request of the
employee even when earned leave is due to himp

Commuted leave will not be granted for less than 5 days
(equivalent of 10 days half pay leave);

Or commited leave may also be granted if the Managing
Director is satisfied that there is an exceptional cir-
cumstance which warrants the presence of the employee
at his residence such as necessity to hospitalise or
attend to ailing wife or children or parents;

An employee may also be permitted to avail of the half
pay leave due to him at the time of retirement or ter-
minration of service,

Extraordinary leaves

Extraordinary leave may be granted to an employee in
special circumstances;
When no other leave is admissible; and

vwhen other leave is admissible, but the employee applies

in writting for the grant of extraordimary leave,
Unless the Managing Director in view of the ee exceptiomal
circumstances of the case otherwise determines, no emplgyee

shall be granted extraordinary leave on any one occasion
in excess of the following limitss

three monthse

six months, where the employee has completed three conti-
mous service on the date of expiry of leave of the kind

due and admissible under these rules including three months

cont®A,
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extraordinary leave under clause (a) and his request
for such leave is supported by @ medical certificate
as required by these rules;

twelve months, where the employee who has completed one
year®s contimous service is undergoing g treatment for
cancer, or for mentalillness in an institution recognised
for the treatment of such disease or by a Civil Surgeon
or Staff Surgeon or a specialist in such disease;

eighteen months, where the employee who has completed
one year's contimiocus service is undergoing treatment fors:

Phulmanary tuberculosis or pleurisy of tubercular origin,
or tuberculosis of any other part of the body by a quali-
fied tuberculosis specialist or a Civil Surgeon or Staff
Surgeon, or

leprosy in a recognised leprosy institution or by a

/Civil Surgeon or staff Surgeon or a specilist in leprosy

hospital recognised as such by the State Administrative
Medical Officer concerredy and

twenty four months, where the leave is reqQuired for the
purpose of prospecuting studies certified to be in the
Federation®s interest, provided the employee concerned has
completed three years contimous service on the date of
expiry of leave of the kind due and admissible under these
rules, including three months extraordinary leave under
clause (i),

Two spells of extraordinary leave, if intervered by any
other kind of leave, shall be treated as one centirmuous
spell of extraordinary leave for the purpose of sub-rule
(b) o

The authority competent to grant leave may commute re-
¢rospectively periods of absence without leave into ex-
traordinary leave,

Cont‘d.
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Maternity lLeave =

Maternity leave shall be granted to female workmen who
has worked not less than 160 days in the 12 months immee
diately preceeding the date of her expected deliveryeo

Maternity leave may be granted to a female employee
for a maximum of 12 weeks i.e, 6 weeks upto and incduding
the day of her delivery ard 6 weeks immediately following
that days

Provided that where a woman dies during this periced,
the maternity benefit shall be payable only for the days
upto and including the day of her death,

Provided further that where a woman, having been deli-

vered of a child, dies during 4 her delivery or during the

period of six weeks immediately following the date of her
de livery, leaving behind in either case the child, the
employee shall be liable for the maternity benefit for the
entire period of six weeks immediately following the day
of her delivery but if the child also dies during the saigd
pe#iod, then, for the days upto and including the day of
the death of the childe

The application for maternity leave should be supported
by a medical certificate.

Maternity leave may be combined with leave of any other
kind sanctiored on medical grounde.

wWwuarantine leave s-

#here in consequerce of the presernce of an infectious
disease referred to in sub=-rule (b), in the family or
house-hold of an employee at his place of duty, residence
or so adjourn, his attendarce at his office 1is conrnsidered
hazardous to the health of other 'empl&oyees.such employee
may be granted qQuarantine leave,

Cont'ds



b).

Coi)o

ii).

ale

18.

«310 3= (NF)

For the purpose of sub-rule (a), cholora, smallpox,plague

and cerebrospinal meningitis may be considered as infectious
diseases,

Luarantine leave may e granted on the certificate of a
Medical Officer or Public Health Cfficer for a period not
exceeding 21 days or in exceptional circumstamces, 30 days,

ésny leave recessary in excess of this period shall be trea=
ted as leave due and admissible and shall be debitable to
the leave account cof the emplovee,

An emplovee on quarantine leave shall be treated as on
duty.

, Casual leaves

Casual leave may be granted upto « maximum of following

o mmber of days as specified against @ach categorys

al)e

b).

Category -1 ¢ 12 days per year,
Category =IIs 12 days per ygear,

In case of employees appointed during the course of a
year, casual leave may be allowed in proportion to the
mumber of days equal to the months (including part months),
during the calender year during which the employee was in
service,

Surndays/weekly offs/liclidays preceeding, intervening

or succeding the leawve shall rot be counted as casual
leave but nomally absence from Auty on account of casual
leave including such Sundays/Weekly offs/Holidays shoudd
not exceed 7 cayse

Casual leave not availed of during a calencer year will
lapse at the end of the year,

Special casual leave may be granted on production of
proper proof to an employee for a maximum period of 6 days
for undergoing family planning operaticn.

Cont'd.
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19. Compensatory leaves

Compensatory leave would be granted to an employee be long=-
ing to Category -II in lieu of official duty performed

by him’her, for a full day, when asked to éo so in the
exigencies of works, on the weekly offs/holidays,

Such compensatory leave may be granted to an employee
belonging to Category =X who is in the pay scale of less
than Rs700/= to Ro1300/=,

20, Leave to Apprenticess

The apprentices shall be entitled to following types
gf leave during the period of their apprenticeships:

2 > Category =I, Category =II,

-

i), Casual leave, 12 07
4i). HPL, 20 20
ddde The HPL during apprenticeship shall be granted only

on medical grounds and cannot be carried over to the remaining
year of regular service,

21, leave Salaryse-

a), The casual leave is treated as duty for drawal of
pay and allowances.

/). During earned leave, commted leave, maternity leave
i /b and quarntire leave, an employee is entitled to leave
salary equal to the pay drawn immediately before
proceeding on leave,

c)e During half pay leave, an employee is entitled to
ke leave salary equal to half of the pay drawn imredia-
v ¢ COMMISSIT?
EF?L' L T S lyisian  tely before proceeding on leave,

cuTTACK Cont'de
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d)e An employee on extraordinary leave is not entitled
to any leave salary.

22, & Advance of leave salagzs

An employee proceeding on leave for a period mot less
than 30 days may be granted an advance against the leave
salary, The amount of advance shall be fixed in whole
rupees and shall not exceed the net amount of leave salary
(after usual deductions) for the first 30 days of leave,

& Interpretation and relaxationss

Cases of doubt regarding the interpretation and applie
cability of these rules shall be referred to the Managing
_Director for orderse The Managing Director shall, in his
di'.sctetion, be competent to relax the rules in particular
e /\,\ casea where, in nis opinion, the circumstamces justify

L o S

~7  pelaxatione
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